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AGENDA

1) Welcome / Agenda Phil Marchbanks, EBS Support 3 min.

2) MM/AP Resources Phil Marchbanks, EBS Support 2 min.

3) Procurement Year-End Closing

Schedule – dates of interest

Phil Marchbanks, EBS Support 5 min.

4) Review Fiscal Year-End 

Procurement Document Cleanup 

work instruction

Examples –

Y_DRP_63000033 Conditions 1 – 6

Phil Marchbanks - EBS Support 15 min

45 min

5) Q&A Celeste King & Denice Henshaw – Procurement 

Services & Phil Marchbanks - EBS Support

50 min



Module Business Process  Contact EBS Functional Lead

Accounts Payable (AP) John Maloney                                  3-4373   Phil Marchbanks      3-7172

Accounts Receivable (AR) Peter Scherer                                  3-4386   Joan Martin              3-7431

Cash Management (CM) Tim Maguire – Operational Accting 3-4370

Charlie Chau -Treasury                     3-3109             

Joan Martin              3-7431

Controlling ( CO) Bill Wagner                                       3-6986

Deliah Kwasitsu                                3-2639

Chan Aaby                5-8402

Funds Management (FM) Jeramy Patton                                  3-6961

Claudio Campuzano                        3-6848

Cindy DeLozier         3-7232

Fixed Assets (FA) Sharon Nickleberry Rogers              3-4362 Chan Aaby                5-8402

General Ledger (GL) Bill Wagner                                       3-6986

Deliah Kwasitsu                                3-2639

Cindy DeLozier         3-7232

Grant Management (GM) Sheila Black-Craig                           3-6863 Chan Aaby                5-8402

Materials Management/Procurement (MM)

Contracts and PO’s/DPO’s

Jeff Blade                                         3-6858

Mahn Saechao                                 3-1075

Denice Henshaw                              3-2299

Kelly Davis-McKernan                      3-7574

Phil Marchbanks       3-7172

Materials Management/Procurement (MM)

Requisitions and Goods Receipt

N/A Phil Marchbanks       3-7172

Project Systems (PS) Sharon Nickleberry Rogers              3-4362 Chan Aaby                5-8402

Treasury (TR) Michael Montgomery                        3-3104 Joan Martin               3-7431



Procurement Year End

Closing Schedule –

Dates of Interest



 Professional, Technical and Expert Services 
(conversion of a standard Purchase Requisition 
(PR) to a standard Purchase Order along with all 
pertinent PTE contracting requirements

Friday, June 5, 2015

 NOTE: Last day requisitions will be accepted for 
FY 14/15 purchase orders (does not include 
DPO’s)

Friday, June 5, 2015



 Bureaus finish canceling unordered requisitions 

Monday, June 29, 2015

 Procurement Services will close all remaining 

requisitions) starting the morning of 

 Last day for goods receipt in FY2015

 SAP Close down at 4:00 p.m.

Tuesday, June 30, 2015



Fiscal Year-End Procurement

Document Clean Up



Fiscal Year-End Procurement

Document Clean Up

 SAP Learning Center – MM – Materials Management / Procurement –

Year-End Documents, Requisitioner, or Bureau Buyer Job Aids & Work 

Instructions http://www.portlandoregon.gov/cao/62663

 “Year End MM Document Cleanup Guide”, “Closing versus Cancelling 

a Requisition Line” in MM Year-End Documents

 MM Year End Y_DRP_63000033 Condition 2 Error”, MM Year End 

Y_DRP_63000033 Condition 4 Error”, “ME54N Who Has Approved and 

Who Still Needs To Approve”, “Closing a Purchase Order that has 

been Partially Received or Partially Invoiced”, and “How to Find a 

Purchase Order Associated with a Requisition” 

http://www.portlandoregon.gov/cao/62663


Fiscal Year-End Procurement

Document Clean Up

 Requisitions must be closed before open purchase orders 

can be carried forward to new fiscal year 

 Six conditions can cause problems with mass closure, 

with commitments and budgets in new year

 Purchase requisition listing report (Y_DRP_63000033)

 Use Condition1 – Condition6 layouts to identify different 

problems









Q & A


